
-.;;c-. . .~ - . 
APPLICATION FOR RECORDS RETENTION SCHEDULE * . F : y f 3 -  y.* -.:*' 

! +.--b 
OFFICE OFTHE SECRETARY OF STaTE 

OEPARTMENT OF ARCHIVES a m  r w c w  
I 

RECORCS NIA?JAGEMENT 'JIVISION 

No Change - - __- 

1. Agency Address 

Dept. of Education 
Office of Administrative Services 
Local Systems Support Division 
Statistical Services Section 

- -. 

. .  

- 
FOR RECORDSMANAGEMENT USE _- 

Applicazim Number 

S r - 9 3 - A  
o m  aecehsd Date Comprersd 

1 l982 I J A N  1 9  1983 ___ ______ :._ 

' a Monthly Reference Rste How often are records referred to wniih are: 

: Sve? to twelve months old ; Thiceeq to Ewenw-four months old OFF to six mntns old 
twenty-five months and older ? 

Letter-size drawers ; LegI-size drawers :Shelves ; Other Iwstifyj _- 3. Annual Race of Accumulation of Aerprdi t 
I 
AR-50-71; U.Y. 76 



~ ~ ~~ 

GS I XQ 1 10. Questionnaire (Place an "x" in the proper column) % .  ..* 

I I a. Is this the official mpy of the series? r ., 

tion of G7:s series in your office, or in~another office ~"agency? 

11. Retention Requirements The iollowing requires the series to be kept: 

- ---years. a. State Law years. d. Audit period 
b. Statute of limitation years. e. Administrative need - years. 
5. Federal law years. f. Federal retention icstructions years. 

Attach copy or excerpt of laws or regulations. Explain administ;at&e need. 

7 

12 Avoroved Gisporition Instructions This agency recommends that L?e fikseries be cui oft ar tht end o i  each: 

0 Glandar Year: .B F i t a l  Year; C Cther :nm. 

0 Hohi in the  current f:: 8 es area 
0 Transfer to local holding area, hold 
0 Transfer to State Records Center: hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
B Other 6pecifyI 

month(s) .*arts): then 
yeark): then 

ycartsl; then 

: 

Change t h e  following t w b  (2) documents and add the  fol lowing two (2) 
doc.unents t o  read: Hold i n  cu r ren t  f i l e s  area t h r e e  (3) months; then ' 

t r a n s f e r  t o  S t a t e  Records Center;  hold two (2) years ;  then  des t roy .  

Documents t o  be changed: 
3s 0024 
DE 0060 

. Regular &nth ly  Attendance Report 
Spec ia l  Education Monthly Report 

? ' f  Documents t o  be added: ~~ 

SS 161-01 
SS 161-02 Monthly Except ional i ty  Attendance System S m a r y  

Monthly Attendance Repor; System Summary 

These instructions apply to a l l  prior and future accumulations of the series. 

Statn Records Committee ISgnatUrel Date 
kommendations in para- r 
I f  diimm3ved. anad, letter I /  

$aph 12 are ~pproued. ate Auditor/Designee I {L--y-FL 
. .  

if explanation.) 



p , 
. 

FOR AGENCY USE 
P;'Icmcr rate 

May 7, 1902 
WlKallOn Nu& 

OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE OF ARCn,"ES AND nlSTMi 

INSTRUCTIONS: See Micat ion No. 76-RM-1 for instructions on completing th is  form.;Forward signed original to 
Department of Archives and History. Rcmrds Management Division, 3.90 Capitol Ann& Atlanta. Georgia. 30334, 

1. &enyMdnu FOR RECORDSWANAGEYENT USE 

Department of Education Appliwtion Number 
Office of Administrative Services 
Local System Support Division mtt ReceivFd Dm Completed 
Statistical Services Section 30334 

GL-93 -- 
MAY 7 1982 I MAY 1 9  1982 4 

1970 I to Date Education EDP Statistical Information System Files 
8. Dir.Gon rd W i  F u d o n  What i s  the function of the Division and the Office in h i c h  th is  rewrd pries is created? 

To design, install and maintain systems for the collection, analysis, reporting and 
publication of educational data in order to insure research and development within the 
frame work of overall educational strategy. 
design, publication and distribution of forms and instructions (2) providing for periodic 
submission of data from local school systems ( 3 )  manipulation and analysis of data 
received (4) reporting or publication of findings. 
which insures that information requested from School Systems is not duplicated within 
the Department. 

Activities include (but are not limited to) 

To provide an informational system 

. Ru&d arm Description This  fib coitainr the following jocumeno (include form numbersand titles. ifany): 
Attach sampler of the file. 

Documentsrelatingto: maintaining materials necessary for the allocation of state educational 
funds and the Georgia Department of Education in responding to request 
for use of data from other agencies, both State and Federal. 

See attached list 
lnduded r e :  

Fik is arranged: by Report No. 

. Monthly Reference Rate 
c)ne to UX months old llweek 

How often are remrds referred to rvhich are: 
~ 

: Seven to twelve months old A'; Thiieen to twenty-four months old 4/vears; 
. 

.~ 
twenty-five months and older '. Annual Rats of Accumulation of Rwrdr  . ~ ~ .~ 



-. -. -- 'ES NO .lo. Q U U l i i r e  (PLO am "X" in the poper column) 

I( 

. -2. . . - 
- 1  

a. Is  th is  the official cow of the 1*r7 

b. h t h e  series amtain c o n f i t i a l  infomution n q u i r i i  rarrity handling? If yes, eke *w or regulation. 
If not. where is it? I &  

- 

~ X 

1. Rttei 

c. I s  t h i s  a vital mvrd? 
d. Doer thir xrier have historical or bnn term rexarch value? 
c. When one or tvo documents in the fik make it nccerrary to keep the entire fik for a long period, could these 
l d o c v  ?Wed xm ratehr? mens b e  $& 

f? I;& Eifiitoriimion mntained in thir sries ws r wblished? If VCI. attach mw. 
g. I s  the informtion contained in this series ever analyzed and/or &d in a summarized RW? 

h. I s  there a duplication of t h i s  vrin in you offii .  oi in another offio or *pncy? 

- -  

If vet. arMl ODDV. 

If yes. &re? 
1. I s  th is series for. mw- r . f '  ? . 

ion Requirements The following requires the series to be kept. 

J. State IAV years. d. Audit period yurs.  
b. Statute of limitation years. c. Admininrrtive need ~~~ ~~ WWS. 

c. Federal law y e a .  years. : 
1. Federal retention instructiork .~ 

.~ ~ - - ~ - ,  ~ ~~ , . ~ . ~  .~ . .  
Attach copy or cxcert of laws or regulations. Explain adminimatite ned. 

I2 Approved Dirpoiition lnmuetions This agency recommends that the file series be M off at  the end of each: 
0 Calendar Year; Fiscal Year; 0 Other then. 

0 Hold in the current filer area 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Demov. 
0 Transfer to State Archives for permanent retention. 

Other fSWcifYl See attached three (3) pages for Individual disposition instructions. 

month(s1 --yeart); then 

vear(s1; then 
yearlsl; then 

* -  

These instructions apply to all  pior and hmrc uamubtioru of the ser*l. 


